
Appllrmtion D o .  D a t e  Co.plrtrd 

E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  DISPOSE OF PRESENT A C C U M U L A T I O N ;  
R E C O R D  WILL C O N T I N U E  TO A C C U M U L A T E .  -- N O  FURTHER A C C U M U L A T I O N  A N T I C I P A T E D  

AGENCY-WIDE COMMON STD. 8 .  Earliest & Latest 9 .  Exact Series Ti t le  
Dates of Series CANCELLED CHECK F I. LES CRET I REMENT SYSTEM BENEF~TS) 

I_ .&~rlie.! ~- - 96Fp'resen t -%daM--- - ~~ .&t* p+&+c3W&&&+ k-enr. 

'*What is the function of the office i n  which th i s  record se'$i& jS'cfe-ated? -- 
The employees of the State of Georgia Retirement System office is responsible for adminis- 
tering a ret i rement  program for  State employees ..- -The office formulates rules  and regu- 
lations; h rocesses  applications; determines creditable sGivice-ahd em-ployee- contributions; 
and issues  payments of refunds; disability benefits and ret i rement  benefits. 

- 
1. This f i l e  contains the following documents' (include form t&nbers and t i t l e s ,  if W ,  

and f i l e  arrangement ) . 
1- ~. 

. .  r - ~  
I%kirnehts refate-to d'isbdrsinb 'funds to-rbkipi&nt& of R e t i r e k e i t  Syste-m benefits. 

Included are cancelled checks. 

Fi les  a r e  arranged numerically by check number. 



13. Is t h i s  t h e  Record Copy of t h e  series? k1.t . 1 

1 4 .  Is the re  a duplication of t h i s  series i n  another o f f i c e  o r  agency? PI [ I  
15. Is the information contained i n  t h i s  s e r i e s  ever summarized o r  published? [ I kl 

Check r e g i s t e r s  and vouchers .  

Attach copy of summary o r  publication. 
16. Does the  s e r i e s  contain c l a s s i f i e d  informatiori requir ing s e k r i t y  hand%&? . .  - :k] ' [ ] 

17.  Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate agency po l i c i e s  and procedures? - L  [ ] -[XI 
May constiitiite invasion of personal  privacy. -1 , .  ' C . .  '- '- 1 .- 

'. i I . i  .r:. ';c 2 ~ : . :.. 
Ixl [ I  

- <  - ._ i . i. I . 
\ -  

G~ 

18. Could the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. [ l-..bl 

20. Does the  record s e r i e s  provide data as input t o  an EDP f i l e ?  [ I  [XI 

Is the  s e r i e s  ( o r  major portion of it) regularly microfilmed? If yes ,  why? 

21. ~~ .Does ~- t he  .. record ~. . series con ta in  dacumentation.prduced as iEDP~ pr in tout?  ~ ~ - - , -  ~. c - r B t - d  1 

22. Has the  Federal Government issued ins t ruc t ions  governJng t h e  retention/dispo- . [ ] k] 
Checks on EDP printout. 

, , .  
: c .I - - ~1 , ~ ,  . . - .  '* . . . ~ L .  ,> i 5::.:. : . . . . s i t i o n  of . .  these f i l e s ?  . 

- -  i ' : :  . . ; .I. .  r t - . ,  L - ~ "  ~ . .  

2b. REQUIREMENTS. . Tiie following 'Fkqsres t h & . f i l e s  . to %e k&pt ' '  iz j Eiars~i . - i  

a. []STATE b .  [ ISTATWE OF c.  [ ]AUDIT d .  []FEDERAL e .  NADMINISTRATIVE f .  []HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(C i t e  Law, S t a t u t e ,  o r  other  reason f o r  the re ten t ion  requirement) 
E. Until f inal  benefits  settlement, to sa t i s fy  heirs and beneficiar ies ,  t o  prevent  f raud,  or 

assignment of benefits  to other than or ig ina l  recipient 

T h i s  agency recommends tha t  the  f i l e  s e r i e s  be cut of f  at the end 
of  each -[]CALENDAR YEAR -NFISCAL YE@? -[]OTHER - ,then : 

-7 .__ ~- 
25. AGENCY RECOMFeNDATIONS. 

h] Hold i n  t he  current f i les area ' ' , month(s)/ 2 yea r ( s ) :  
k1 Transfer t o  [ X I  S t a t e  Records Center [ 3 L o c d  Holding Area; hold 10 
1x1 Des.troy:,, Note;, These, files 1:. may . _  - not be L L . .  dest.rgyed ,until .. . re,so$ution * - . c. of : ;.:1 all ,I 
[ 1 Tr&gfer t o  Sta€e'Ardhiv& f o r  p e r k b e n t  retentcon.. 

y e a r ( s ) :  
audit<ques$ions " . 

( Indica te  b r i e f l y  ra t ionale  for  reconenendations above/or wr i t e  addi t ional  r e m a r k s )  : 



PAGE 
1 

Dates of Ser ies  

- 
What is the  function of t he  o f f i ce  i n  which t h i s  record s,eries is  created? v .  

-! 



- ._ 
PAGE 2 . 

Y E S  NO, 
~ ~ - I _ _ -  --. - - --___~ ----.--Le7 I QUESTIONNAIRE ~ i . r .  a n  I' i n  t h e  r a i u m n  1r  . n . w r  1. " ~ 1 s .  ple . . e  e z p 1 . i n  

13. Is t h i s  t he  Record Copy of t h e  s e r i e s ?  

l b .  Is there  a duplication of t h i s  s e r i e s  i n  another o f f i c e  o r  agency? 

15 .  Is the information contained i n  t h i s  s e r i e s  ever s u p a r i z e d  o r  published? 

16. Does the  se r i e s  contain c l a s s i f i e d  informatiod requir ing secur i ty  handling? 

17. Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate agency po l i c i e s  and procedures? 

18. Could the 

19 .  Is the  s e r i e s  

20. Does the  record s e r i e s  provide data as input t o  an EDP f i l e ?  

tJI.r 1 

[ 1 rd 
[ I  [d 
[ I  [vl 

[A I 

[ I  [ I  

[ I  [ I  

[ I  [ I  

[ 1 r;r 
Attach copy of suwnary o r  publication. 

function be performed i f  the f i l e s  were l o s t  o r  destroyed? 

( o r  major portion of i t )  regular ly  microfilmed? If yes ,  why? 

21. Does the  record s e r i e s  contain documentation produced as EDP pr in tout?  

22. Has the  F e d e r b  Government issued ins t ruc t ions  governing the  retention/dispo- [ 1 1 
s i t i o n  of these f i l e s ?  

23. W i l l  t here  be a need f o r  these records 10, 15 -----Fw u- - -~- - p 
2b .  REQUIREMENTS. The following requires the f i  es t o  be k e p t  years : 

8 .  []STATE b .  []STATUTE OF c. [ ] A U D I T  d .  []FEDERAL e .  WADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD J A W  DECISION VALUE 

(C i t e  Law, S t a t u t e ,  OP other  reason f o r  t h e  retent ior:  rcqutrementl 

7 

ency the end-- 
,then : 

_--L_ 

of each -[]CALKNDAR 
25. AGEW&Tm@NDmS. 

[ d H o l d  i n  the  current f i les area 
[ A  Transfer t o  [d Sta t e  Records 

[ ] Transfer t o  S ta t e  Archives fo r  
[ A  Destroy. wi $den 

[ 3 Destroy immediately a f t e r  cut-off. 
[ 1 Other: (Specify) 

", 

(Indicate br i e f l y  rationale for recomndations above/or write add i t iona l  r e m a r k s )  : 



April  9, 1975 

To: Mr. John Dunn, State Records Management Officer 
Archives and History 

Jim Hartsfield, Records Management Officer 
Employees’ Retirement System 

From: 

The State Wide Common Standard for cancelled checks is  not suitable 
for the needs of the Employees’ Retirement System of Georgia, Our 
checks a r e  payable to re t i red  State employees, refunded employees, and 
in some cases ,  death claims a r e  a l so  paid f rom these checks. These 
cancelled checks a r e  essential  in having bona fide proof of payment to  
the rightful recipient. 

Inasmuch as we process  approximately 6 ,500  checks each month as of 
March 31, 1975, with a monthly increase of about 40 re t i rees  pe r  month, 
we do need a long range control: of possible forged checks. 
the Employees’ Retirement System is  requesting a waiver in the current  
State Wide Standard. 
we held current  checks in our current  f i les a r e a  for two yea r s ,  then t rans-  
fe r  to records  center fo r  ten yea r s ;  then destroy. 

Your approval of this waiver on cancelled checks would be most  appre-  
ciated and helpful in our day to day operations. 

Therefore,  

, It would be m o r e  advantageous to  our  operation i f  

c -. . 

2 54 Washington Street, S.W., Atlanta, Ca., 30334 Telephone(404) 656-2960 

- . . ... . ~ ~~~~~~ ~~~ 


